
INSTRUCTIONS See Publication No. 76-RM-! for instructions on completing this form.'Forward signed original to 
Department of Archives and History, Remrds Management Division, 330 Capitol Avenue. Atlanta, Georgia. 30334, 
Attention: Scheduling Section. 

I FOR RECORDS MANAGEMENT USE 
Appliwtion Number 

205 Butler Street ,  1552 Twin Towers E.  
3-uL 3 0 1984' I'QFp 5 1Qu 

pplicstion Date Department of Education 
Fiscal  Services Division 

Atlanta, Georgia 30334 - ._. ~ I 1-. - .- ~~ 
_ ~ _ ~ _  .~ 1. - 

. PersontoContact Working T i l e  Talephone Number 

656-2497 - . 
Arvil Ensley Director 

0 Establish Retention Schedule; record will mntinue to accumulate. 
U Dispose of present accumulation: no further accumulation anticipated. 

I . Action Requarted 
a. 
b. 

. Dates of Series 
arliest . Latest 

FY 1068 ITo date General Fund Expenditure VomheyFile  -. __- 
. Division and Office Function What is the function of the Division and the Office in which thFrkord series is created? - 

No Change - 

- --_I__-. . Record Series Description 

Documents relating to: 

This file mntains the following documents (include form numbers 8nd titles, if 8nyl: 
Attach samples of the file. 

No Change -- 
Included are: 

NO Change 

File is arranged: 

One to six months old /o; Seven to twelve months old 9sy ; Thirteen to twenty-four months old 1 
twenty-five months and older I? 
Letter-size drawers : Legal-size drawers ;shelves ; Other ( w i f v )  / 6 O  @LJ. F-f.. 

- 
TMonthly Reference Rate How often are records referred tow ich are: 

I. Annual Rate of Accumulation of Records 

. . 
3-60-71. Rev. 76 (OW1 . 



. - .  

ries in your office, or in another office or agency? 

1. Retention Requirements The following requires the series to be kept: 

a. State Law years. d. Audit period - years. 
b. Statute of limitation years. e. Administrative need years. 
c. Federal law years. f. Federal retention instructions years. 

Attach copy or e x e r t  of laws or regulations. Explain adminimative need. 

-! No Chansge 

2. Approved Disposition Instructions This agency recommends that the file series be cut off a t  the end of each: 
0 Calendar Year; Kl Fiscal Year; 0 Other 

month(r) 1 yearb); then 

then, 

El Hold in the current files area 
0 Transfer to local holding area; hold 
El Transfer to State Records Center; hold 7 y e a r ( s ) ;  then 
65 Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

year(s1; then 

These instructions apply to all prior and future accumulations of the series. 

W / Sate Records Committee tSgnarud Date 
3ecommendations in pua- 
raph 12 are approved. 
If disapproved, atroh ktiw 
if explanation.) 

State AuditorlOesignee 

+S/! 
Attorney GenwallDcrignee 

( R M I  8M.I , - ’  



DS RETENTION SCHEDULE 

Department of Archiws and History, Records Management Division, 330 Capitol Avenue. Atlanta, Gsorgia,-~334, 
Attention: Scheduling Section. 

OFFICE OF THE KCRETARV *ND O f  STATE 

R€,CORDS MANAGEMENT DIVISION 

:Department of Education 
. -  .~ Fiscal Services Division a~ 

Room 121, ~.12' Mttchell-St. - . 
.~ . 

qpllafion Number 
,~ ;, . ~ 

June 30, 1976 

'~ 1 Atlanta, Georgia 30334 .  - . -  . 

1. 0 Enabilrn Retention S*ledule: record will continur to accumulate. 
'b. 0 Dispose of present accumulation;  no^ further accumulation anticipated. 

c 0 Amend A i m o n  No.- -. W c k  One: 0 Change; 0 Suwrcede: 0 Void -.- 
- ~ . < . , .  

.- ._ . .  - .  ~ 

. 5. Records Series ,/follow+ by title used in offke; if different) 
. . .  . * I , .  

I .  . .  - i," \ .. I i., . i . ,  .i -:--, 
I. Drtesof Series 

FY 1968 I To da 
I. Division aq l  Fim.Fun&on-, . .- ~ Wat.is !he function of me Division and the Office in which th is  record series i s  cieated? 

- 7 , :  , . 5  <:.-.:. ~ 5 . i  . .  c ; a,: ' 5  ,- 

iarran .. b w s t  . - 
. 3 

GENJBAL FUND EXPENDITURE VOUCHER FILE - I__.___ ~._~~ I  _____I_._ 

? . ~ . . 
~, _.  ~ ~. . .~ ~ . .  

. I  i . ; . : ~  ~ , r  - ~ . .  i - 

The Fiscal Services Division provides the necessary accounting services to all 
organizational levels of the State Department of Education for all public monies ' : 

received and disbursed on behalf-of education in Georgia. 

FOR RECORDS MANAGEMENT USE ---_ 
Amtiation Number i. 

76-233 ; I 
Date R~crivrd htm Completed 

JUL ;1 6 1976 JuL - 1 1976 I . 

-II --I-- -- - - --- x __---I_ 

I. Record Series Description This fi le contains the following documents (include f a n  numbenand titles, if any): 
Attach samples of the file. 

Documentrrelatingto: processing receipts and disbursements and maintaining accurate accounting 
records on Department of Education general fund expenditures. 

Indudedare: voucher copy of checks with vouchers attached; request for payments; employee 
expense statements; authorization for out-of-state travel; personal expense 
receipts; receiving reports; purchase requisitions; vender invoice; purchase 
orders; field purchase orders; purchase order amendments; memoranda and 
correspondence; and any other substantiating documentation. 

File is  arran'ged: numerically by check number. 
r 

~. 
. .  

. .  

.. -- ' -  __--_ 
I. Monthly Refereno Rate 

One to six months old 
-. : twenty-five ~- . months and older ---.-? ; 

- :  How oftan are records referred to which are: 
&ven.to twelve months old 2:: Thirteen to twenty-four months old A; 

. .  

-_-- -__- I _---- ,. I 
;Other ( W i f y )  -&CUbiC feet . 

I. Annual Rate of Accumulation of Racordr i 
Lettersize drawers -;legal-.,ize drawers ' -L ;  Shelves 



, 
" in the prope_Lcolumn) 

- .. .- 
contained in this series ever analyzed and/or recorded in I summarized report? . .I____ see Annual Audit ReDort - no de ta i l s .  - ~ j . 

The following requirar the series to be kept: 
. -. . .  

11. RHantion Rquinmentr 

a. .&Law .-years. d. Audit period 3 ~ years. 
b. Statute of limitation I , - 3 _-__.._years. ., a. Administrative need b y c a r s .  ; 
c Federal law **k . 7-.-_l-years. ' 5  * f. Federal ratention instructions wan. . * ~  I 

k*J- P.L.  93-380. Sect .  $10. * after completion of project under a federal grant, loan, or 
. . . . . . . . .  other arrangement. .~ Am& copy or exart of laws or regulations. , . . ~ ~  , . .  Explain . , . . , I .  administrative - ~ .  need. i L - 2 . 1 1 1 '  '~ ~. ~. ~ a:. r. - 

Recoxds~are needed for 8 years because .: Soiue federal grants are for 3 years, requiring 
them 'to be kept for that .length of t i m e  . t o  comply with the federal law. 

... 1 r ,  i - ,  ? 0- -:- ~ -:-,.~~:- F. - 1 .. L 
.. ~ 12. Appravad Dhpogition I n & t i o n r  ~ ~ Th . . .  ~ 

. -  . . . . .  . -  
. . .  - 0 CalendaiYeai: @ FiIcsl Year:'O Other ~: . -' ' ~ - .' ---then." 

, .  .- 

Hold in the current files area 
0 Transfer to local holding area: hold ----year(s); then 

Destroy. 
0 Transfer to Stata Archives for permanent retention. 
0 0 t h  (SWifY) 

-rnonth(sl -L.. yeark): then 

Transfer to Stata Records Center: hold h - .--yearb); then 

, 


